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. (9-1.83) . NO7 . 162
Holl o ubmitted to the Records Manadcme ivision
of Records
Commission Hall of Records Commission . PAGE 1. v

NO.
2. Division or Bureau of Requesting Agency

1. Requesting Agency
. DEPARTHENT OF PUBLIC WELFARE

3. Authorization Requested (Check only one of the squares below) .

-
.

R4
A ' - - ) .
Dispose of present accumulation. No Establish retention schedule for re- Microfilm aond  destroy originals.
additional accumulation is  antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value occumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4 ) 5. Description of Records ) 6. Recommendation
ltem Describe I'eC.OI:dS occurqtely. Include title, forrp number, size of documen_ts, of Hall of Records
No work or activity to which the records relate, mc[usuve cjates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.

1.| ACCOUNTING RECORDS

g:u.ty;s”g legal sirze drawers (50 cubic feet) - docorcte Cormmiateor
as - -

File Arrangements Chronological

Annual Accurmlations 3% cublc feet
Disposable Amountt 35 cubic feet {estimate) ]
Audited by: State and Federal

This 4tem includes 21l standard accounting forms used by State
agencies a8 supporting data to the final book of entry. The final
. book of entry 4s to be retained permanently. Specifically, these \

ares AN
Comptroller of the Treasury A\

Fora No.

o ] Distribution of Charges

E~l & B4 Transmittal

DD=-1 Certificate of Deposit

R~2 (formerly MR=2) Honthly Report of State Funds

Collected and Deposited
Distribution of Unexpended and Obligated Balances
¥onthly Statement of Balances

Purchasing Bureasu (Department of Budget & Procurement)

1-A Requisition for Supplies
h7-4 Purchase Order

7. Agency, Divisign or Bureau Representative
VL/;MA_ dalalulu@m of Qudily  Becandi  S-3-5¢

Signature itle Date
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authonized as Indicated in Col. 6 by Board of
Records Commission. Public Works.
Wt § OLLIIL o
V "~
Phen. 5~ 1953~ : AY 17 1955
Date Archivist Dote — ™
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Hall of Records

I scusoute 162

v (9-1.83) NO.
(Ceutinuation Sheet)
Commission :AOGE 2.
4 5. Description of Records 6. Recommendation
tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘\lo work or activity to which the records relafe, inclusive dates, and quantity and Board of Public
: {cubic or linear feet). Show recommended retention period. Works.

100-16 Out of Schedule Requisition for Supplies
39A & LOA  Stores Requisition

CP=2 _ Copy of Contract Awarded
CF~1 Capital Fund Requisition for Equipment
100/2; Actual Pergency and Repairs Report
27-A Copy of Contract Awarded
CF=3 Copy of Contract Awarded
Delivery Rotice
26-A Notice of Award of Contract
34 Credit Memorandum
3 Report of Partial Delivery

Budget Buresu {Department of Pudget & Procurement)

Bp=1 (Rov,) Formerly BB-1 and BB-2 .
Budget Schedule Amendmont Sheet
BP Inv,R101 Report of Fixed Assets (anmual)
BP Inv.R102 Report of Materials and Supplies (annual)
EP Inve 6 Materials and Supplies Physical Inventory (annual)
BB-l0 Request for Position Action ’
Budget Forms
1 thru 11  Budget Estimates fiscal Year (13 pages including

Statement) :
BP Inve 1 Stores Record
BP Inve 2 Equipment Record
BP Inve 3 Yotor Vehiecle Record .
- Hemorandum of Adjustment

Others /

Vendors Invoices
Bank Deposit Slips
Bank Statements
Cancelled Checks
Check Stubs
Refund Recelpts
L8 Vouchera
56  Requisition for Supplies or Equipment (Departmental Storeroom)
67 Interdepartment Invoice
208 Requisition for Mmeographing or Printing
373 Purchase Otrder
County Payroll
Copies of Quarterly Expenditure Reports to Federal Department
of Health, Education, and ¥elfare

RECOIMENDATIONs RETAIN FOR THREE YXEARS OR UNTIL AUDITED, YHICHEVER
IS 1ATER, AND THEN DESTROY.
APPROVED BY
BOARD OF PUIRBLIC WORES
Date ..."4Y. 1.7 135%

Becretary
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- (01:89) ’Rb.sr FOR RECORDS RETENTIO“’LE NO- 162
Hall of Records '

Cormission (Continuation Sheet) PAGE

NO. 30
4 5. Description of Records 6. Recommendation
o Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘ work or activity to which the records relate inclusive dotes and quontuty and Board of Public
(cubic or linear feet). Show recommended retention period. Works.
20 ACCOUHTM R&OEDSFOR"HICH DISPOSRI. HAS BEEN PROVIDED BY A : WW@{
D¢ R i K N- J ‘? 3

PA!ROLL (Prior to Ju]y 1, 1953). The agency copy of this payroll
form 43 to be retained for five years or until audited, Federal
and State, vhichever 48 later, and then destroyed. (Ceneral
Schedule No. O=1, Item 14, approved by the Board of Public Works,
January 11, 1954 S

PAYROLL JOURNAL - The agency copy 18 to be retained for three years
or until audited, Federal and State, whichever is later and then
destroyed, (General Schedule No, G~2, Item led, approved by the
Board of Public ¥orks, Jmary 11, 1954)

PAYROLL RCEPTIO!!S Additions and Exceptionz = The agency copy is td be
retained for three years or until audited, Federal and State, which-
ever is later, and then destroyed. (Ceneral Schedule No. 3, Item 3,
approved by the Board of Public Works,; ¥ay 10, 195k).

PAY WARRANTS ~ The agency copy is to be retained for three yesrs or
until audit.ed, Federal and State, whichever 18 later, and then des=-

tra{:d (Cenoral Schodule No. L, Item 3, approved by the Board of
. 'ﬁox‘ks, Hay m’ 19

*

nmnvmu WARBANTS « The agency copy 18 to be ra‘ta.ined for three
years or until audited, Federal and State, whichever &8s later, and
then destroyed. (Ceneral Schedule No. L, Ttem 3, approved by

the Board of Public Works, Hay 10, 195L).

TRANSHTITAL FORM E-1 or B~} (Comptroller of the Treasury Form) is
to be retained for three yesars or until audited, Federal and State,
whichover is later and then destroyed. (General Schedule No. 5,

Ttem 3, approved by the Board of Public Works, Hay 10, 195k).

APPIROVED 3Y
BOARD 1 )F POBLIC WORKS

o | Date .. "4 17 1955




